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	Job Announcement:

	
	Accounts Payable


	Unit:
	ASU
	Reports to:
	CFO

	Benefits:
	Yes
	Supervises:
	No

	FLSA:
	Non-exempt
	Employment status:
	Full-time

	AIB’s mission is to…
· Inspire individuals who are blind to pursue their maximum potential through creating, sustaining, and improving employment while providing the highest quality products and services.

AIB’s vision is…
· Every person who is blind or visually impaired, with the desire, will have meaningful, rewarding employment.

AIB’s guiding principles in our daily work activities are…
· Do your best.
· Do the right thing.
· Treat others as you would like to be treated.


	Summary:

	The Accounts Payable Clerk, under the direction of the Chief Financial Officer (CFO), is responsible for work of considerable difficulty in performing the fiscal services of Arizona Industries for the Blind (AIB) in Accounts Payable (A/P) activities, playing an integral role in the development of financial information.

	

	Key Duties:

	· Perform three-way match verification and other validations and enter accounts payable invoices into internal (Visual and CounterPoint) accounting systems.

	· Ensure that checks are cut to vendors in a timely manner and, if applicable, update CounterPoint with check numbers.

	· Collect the necessary documentation to set up new vendors and maintain the existing vendors.

	· Assist in preparation of AIB written policies and procedures.

	· May be required to work overtime as necessary

	· Comply with the policies, procedures, and regulations of AIB.

	· Perform other duties as directed.

	


	Minimum Requirements:

	· Minimum age of 18 years old.

	· High School diploma or GED required.

	· Must pass a nationwide background check and drug screening successfully.

	· Two (2) years of experience in accounts payable or related accounting activities.

	· Advanced skills in Microsoft Office and search engines.

	· Knowledge of fully integrated financial software system such as Visual Manufacturing or CounterPoint. 

	· Knowledge of Generally Accepted Accounting Principles (GAAP) and practices of a not-for-profit business and fiscal management.

	· Ability to process large volumes of paperwork in an accurate and timely manner.

	· Ability to demonstrate interpersonal relationship skills in all facets of job.

	· Ability to read, write, and speak English.

	· Ability to operate a computer, peripheral equipment, and software related to the program.

	· Ability to operate common office equipment.

	· Ability to follow oral and written instructions.

	Qualifications:

	· Empowered decision maker/problem solver.

	· Ability to work independently with minimal supervision.

	· Verbal, listening, and written communication skills.

	· Detail oriented.

	· Team oriented/collaborative.

	· Possess a positive, can do attitude.

	Working Conditions:

	· Lift/transport items up to 40 pounds following safety guidelines.

	· Professional office environment

	· Subject mostly to inside work environment conditions.

	· Stationary position requiring extended periods of sitting with occasional periods of moving/standing.



AN EQUAL EMPLOYMENT/AFFIRMATIVE ACTION/REASONABLE ACCOMMODATION EMPLOYER
As an equal opportunity employer, AIB will not discriminate against employees or applicants for employment on any legally recognized basis including, but not limited to, military or veteran status, race, color, national origin, age, religion, disability, sex, marital status, parental status, sexual orientation, gender identity, genetic information, political beliefs or any other area protected by law.
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